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1. Recosgendstion: Discontioue £iling Form 1152, Requast for Personnel Action,

72

.

Juatifieation:

Juatification:

20

Justifieation:

K

- dn the Division sof't folder.

Upon receipt of a request for perecanel action, dom, five coplas
wmnsammmfmmmrm(ww&nﬁm)
Tgo coples are kept by the Seotion) ome is filed in the soft
£1la with the Tranch vegquest) and one fs filed in o Suspense
£4le wntil the velsted Form J150 s received from the Offige
ef Persormel. The Forwt 1152 4n the soft folder sexrves ns
real purpose since the Porm 1150 is filed vhen the sctiom is

sotually taloen.

Digeuotime Piling Request Cor Tradning in the Division
gof't file.

Two copies of Bequests for Training e retaioed by the
Section. One is £1lad in the sof't Yolder aod one in the
Yeaining Request £ile. Upon completicon of training, & copy
of the evalustion s £1led in the soft folder. The Training
Wﬁttmmﬁmmmwwrmlwmm

pliminate the Desk Dispatch Carono Files ssd the £iling of
Suspense copies in the sof't filas.

When & dispatohk 18 sent Porword for sigmabure, coples sxe
#4108 in the office chwons, & desk chwono, snd the soft file.
When the dispatel is signed snd retusped for rolesse, the
dook chrone s dastroyed and & signed copy veplacves the
suspense copy in the saft file. This syeten provides two
suspanse files and reguires three Iiling operations, vhich
should be wwooossary sinee the ofPiee clivons £ils could be
shacked, 1Y reguived.

Plscontines maintensnes of the 3 3 9 stetion card for fMeld
reassigimant cases.

Upon uotice of arrivel of an ermployes in the fledd, two 3 x
5 cavds are set uwp to control fulture resssigmemt. One caxd
gorves 88 & tiokler Cor submittal of Form 202 and is not quose
ioned. The seeond card is £iled by station end shows the
wune ard arrivel date. Xt 43 maintalned on the desk snd is
wsed to answer ovcasional Inguivies. However, the sams infor-
mbion is aveilable on the PT card end in the soft file. Main-
tenanee of the card is an ummreanted dupliention of effort.
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5, Recommerdation: File the Residency and Dependents Reports in the soft £1ile,
Justificetion: These forms ave minteined in s ssparvste folder. It aypesrs
that the jafermation is of centinuing value and should be
availstle in the soft file.
§. Recommandation: Eliminate the Aotion Cable Log.

Justifioatien: A book log with aomple
requiring setien by A

tries is waintained for sil cables
An entry is included to show
25X1A K who the cable is routed 0, © this is tmverisbly the super-
6 visor, mmmama(mmww‘my)»mt
mamswu&ummwmmmwmmm
w,mmmznmrwmm Also, 1t i s
ut&mﬁmmamwQMiamawmm

25X 17\ Recomssindation: Eliminate the SEA Log for Regulations and Notices re-
ceived Tor s .

Justiffcation: A log for this matertel is saintained and, in sddition to the
). ususl entriss, the date dus and date of reply is shown. There
'O 15 s need Tor control, but this 18 & auplicetion of the sems
tonteol veing maintained by the Ofrice of the NN 05x1A

8. Resommendation: Iliminate the Dispaten 1og.
Justification!

received with each dispatch, is re-
N W - added. I referved o snother camponent for action, the

g Registry. Thetle does not sppear
I P peed for the log to warrant its sonbinued
A L l,z {s) the Registry leog satisfion the -
W A 45 assure proagt es 18
Syt 25X1A (¢} the subject of the dispatch should
" to locate it whils in procens, and
finctionalized sssigeents,
readily be determined, (d) the
wfed to identify a reference 10 & ous
pe done 1o the Begistry, (e) another
25X1A of this seme sive which was
. 4 such s log necessary, (£) the
25X1A has agreed to discontinue &
HIR1in r;
9. mmmwwe‘mmwm?wmmﬁmam

m&mwz,mmmwwwm&wmm
discontinue submitting & S6C _ get of Torms vhen the specific
post is determined. {Actien Teken)

b ﬁ L4
Approved : '
PP For Release 2001/04/04 .mm -00423A000100080035-5



i0. aeuwz:ii:ﬁpm

Approved For Release 2001/%‘@A-RDP61-00423A000100080035-5

Justification:

Bix coples of Porm 259, Medical Action Request snd Report,
are sulmitied for each returnge. I the returnes 18 to be
resasigned oversens, dut the post is not known at %he time
the Porm 259 is sudtmitted, it has been necessory in the pest
to submit & second sed of forme 1o abtain the medical evalu-
ation for the new post. After discussion Wth the Medical
Office representative, it was determined that evaluation
could be made on an exes, rather than s specific post Pesis.

8. Tile the Branch request for Perstmel Action in the
blue Book as a suspense, or sotion P

Beourity, or desty¥oy when not needed.

W o ) b. Forwerd the two copiss of Form 1152 to m"mm of
w ar'K M?{kl’}

1.
SR

%

Justificetion:

Recosnendation:

; -
‘ Jf""’é"‘a
44 L :lij;}u"i

Lt Justifiontion:

] ; (=g
41 A ,J‘W i"&’ m
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25X1A

AN

Recampendation:

Justifisgtion:

#0 does not need to be notified by X
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Five partially completed copies of Form 1152 ere supplied by
the Office of Persconel for use in prvcessing requests for
peraconel. actions for each individual. Thres coples sre
Torvarded end two retained. An addtetions] two coples sre
mmmm«m.,ﬁm@mmmm,

or separation is involved. These two extre copies must de
typed. The two coples now retadned by NEA could be used
Tor the Office of SZecurity if recommendution £1 i» edopted,
and if the Brauch Rsquest for Action is used as the Suspende
a’m’

Forward all three capies of Form 802, Field Resssigrment
Questiomnaire, t the Beanch with request t0 entsr ccements
on all copies.

The present practice provides for forwarding one copy to the
Branch for soxment and retaining two copies in
Upon return of the Brangh copy, the copments are Lyped en o X1A
two copies held by maintaing 8 eontroel 05X 1A
there appesrs to be no reason sll thrwe coples should 1ot be
sent to the Branch with s request to enter camments on all
coples. (Can be done with carban, with ene typing.)

2. Discontinue notifying field exployees of Insurance Settle-
ments involving amounts over $35.00.

b. File the Office of Fersonne) mewd couceraing the settlement
in & chranc file for one yesr and then destroy.

The Office af Porsonnel sends to NEA & sopy of each 25X1A
meorandum to the Camptroller concernd ¢ gettlement of an
Ingurance Claim for smounts over $35.00. If atgtiened at
Hesdquerters, the employee is shown the mamw which is then
£iled 4n the soft fils. If stationed in the r'isld, s dimpateh,
gﬁm‘mm&c::fn@?m, 1s forvardsd to the em-

loyee o o cOpy of the dispeteh ave £iled, The
%‘! receives o simllar notice frem the field Pinance Officer,

~"3 -
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13, Recommendstion:

Justifieation:

14%. Recommendationt

%ummtzw

15. Recommendstion:

\e‘mﬂ‘bﬂ ication:

2

16, mmﬁmz

mm:s

25X1A

Approved For

a.L

Uss non-scoountable pouch for forwarding Inmursnce
RemSttance Statements

A OFHA Remitsance Statement for clatms under $35.00,0r the
Pivst $35.00 of larper claimg, is forverded to the Division
tor tisld persoonel. (If the employee is aspigned to Heed
quarters, he is given the statement by the Imsurance Office. )
A&mﬁeﬁﬁﬂam information is forwerded and the form is
sample case wan discussed with representntives of
RI, who stated that the forms

Discontinmus posting anything to the PI comtract card rile
except terms and subseguent changes in texms.

Be8 are mmztm and

sofs folder. Mawa wmmmﬂmat:ferm
siditionn] information on the PI cards.

gimmm maintenance of the PI fila for Besdquarters and

ALl informstion on the PI file is available in ether records
of the Bection. The Jection posts all actions cuwrrently to
the TEM T/0 listing snd generally uses it foo* the frequent
refevences vhioh must be made to & sowrce arrengsd organize-
tionally. References concerning individuads sre less freguent
m&mhmm&dhyc&w&kmgsnaxmmm W@(’b

. Maintain on & current basis only those Regulssions affect-
ing the Section, i.e., Persomnel, Security, snd Training.

b. Use the Repvdations in the Office of the ( or any other
necessary references.

25X1]

o R i-,#‘

all Regulatiouns and Hotices veceivad
ut are incomplete. These books
xaqxim en appreciabas amount of time to properly ninta&n.
If not properiy seintained, their value is guestionsble, and
their wse zould actuslly result in mis-handling.
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18. Recommendstion:

25X1 A Justification:

\(\.
19. FRecommendationt
T

/ " Justifieation:

.y
{ i
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Stuftd

invelves the monthly typing of about 1% pages of entries
a.n?i mintaining manusl entries on & mntzing mm'& cf pro-
cessing steps occurring during . the month. The I&tm
duplicates entries slso made on & 2Ax5 em record and
could be el ted if the report were not reguired.

Forward copy of Ferm ¥-560, (Periodic Step Inoreass) to the

affected employee.

Regutation [N =ovides that a copy of Form M- 560
will be sent the employee as official certification of approv-
sl end effective date of o periodic step increase. In NEA,
the smployee is not given & copy of this notice.

Forvard to the individual concerned the "employee's copy’ of
Form 1150, {Notice of Persommsl Action).

Office of Persomnel procedures provide for sn "employee's

cony” of Form 1150 for sll types of personnel actions. In
égf this copy 1s not given to the enployee.

Sl A ‘"#»w«é‘.jl
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